Introduction (continued)

SCPRS
February 18, 2003

New User Page
The screen below provides a box for the useytetype in avalid State of California email

password from DGS that is ge . an change it once
you log-in.

Initial Password link

such as Outlook,
time password. iyes in your own email system

) Procurement €oss

Your usemame and password will be emailed to the
walid State of Califomia Email Address entered below.

Email Address

| Submit I

Email Administrator

Note: Passwords_are not case sensitive in the SCPRS.
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Log-In boxes

The first time you log-in SCPRS, enter your normal work email address and use the
password that the SCPRS system sends you in your first email. Once in the system
you can change your password.

Change Password

Click on the link for Change Password thg Qcated in the left hand of the screen in

Prnuuremaul oss

Change Password Screen

Current Password

Mew Pas=zword

Confimn Hew Password

| Subrmit |

Email Administrator

You may use all
also use a
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Sign-In and Welcome to SCPRS Page

After a user successfully logs-in to the SCPRS by entering a valid email address and
valid password, they will come to the first screen in the SCPRS as shown below.
Information on this Welcoming page is contained in Section 2 of the Users Guide.

A2 Procurement Coss

Welcome to the State Contract and Procurement Registration System

Ta register 3 new contract, select the Add Contract link on the left side of thiz page.

Al data fields prowide a help text by clicking on the link ower the data field, For example, click on
the Descrption of GoodsSServices link and a help window will appear with instructions to complets
that data field.

Ta register an amendment to an existing contract, select the Add Amendment link on the left side
of this page. &= with the Add Contract link, all data fields provide help text by clicking on the link
ower the data field.

Note: The system will automatically log youoff after 20 minuges if
i.e, if the system sits idle. When

tem will inform you that you

b Pru[:uramant ss

You have been logged off the SCPRS System.

Click on this link to log back on.
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